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Class Specifications
for the Class:

CEMETERY OPERATIONS MANAGER

Duties Summary:

Plans, directs, coordinates and supervises the operation
of the Hawaii State Veterans Cemetery; and performs other
related duties as assigned.

Distinguishing Characteristics:

This class reflects responsibility for managing the
operation and maintenance of the Hawaii State Veterans
Cemetery, under the general supervision of the Director,
Office of Veterans Services, and in accordance with pertinent
State, Federal, and Department of Veterans Affairs policies,
guidelines, and laws.  The one position in this class is
responsible for carrying out various administrative functions
including the development and implementation of local policies
and procedures; budget preparation and execution; directing
the day-to-day operations of the cemetery; building and
grounds maintenance planning; and public relations.  Public
relations responsibilities and personal contacts are
significant and require that the position in this class
establish and maintain effective working relationships with
officials of State and local governments, representatives of
the media, veterans service organizations, civic and religious
groups, funeral organizations, families of veterans, and the
general public.

Examples of Duties:

Plans, directs, coordinates, and supervises the operation
of the Hawaii State Veterans Cemetery; directs the scheduling
of interments, preparation and closing of graves, erection of
permanent and temporary grave markers, and maintenance of
graves, markers, grounds and buildings; directs the
verification of eligibility for interment, arrangement of
funeral services, maintenance of property inventory, records
management, and preparation of recurring and special reports;
plans and directs special interments for dignitaries, high
profile decedents, etc., which require planning and
coordinating of crowd, media and traffic control, following
protocol, arranging for bands and color guards, etc.; provides
for adequate protective services for visiting dignitaries;
prepares or directs the preparation of studies and analyses of
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cemetery activities to evaluate
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operations; develops and executes the annual operating budget;
develops staffing plans; recommends the selection of new
employees; establishes standards of performance and prepares
job performance appraisals; approves subordinates' vacation
and sick leave requests; resolves labor relations problems;
provides for training of subordinates in operational and
safety procedures; establishes and maintains effective working
relationships with representatives of the media, officials of
State and local governments, various veterans service
organizations, civic and community groups, and religious and
funeral organizations; plans, designs, and implements programs
to inform the public and various special interest groups about
veteran's entitlements to death and burial benefits; develops
special programs/activities (e.g., Memorial Day, Veterans
Day); with sensitivity and an awareness of military burial
protocol, performs a wide range of greeting and hosting duties
that are associated with the formal ceremonial aspects of
cemetery functions.

Knowledge and Abilities Required:

Knowledge of:  Management principles and practices;
public use facility management requirements; military burial
protocol and procedures; report writing; and public relations.

Ability to:  Manage, direct, and supervise the operations
of the Hawaii State Veterans Cemetery; use a high degree of
tact and diplomacy whenever in contact with the public and
media due to the nature of the program; learn and apply State,
Federal, and Veterans Administration laws, rules, and
guidelines concerning veterans burial benefits; and establish
and implement a public relations program to promote the Hawaii
State Veterans Cemetery.

--------------------------------------------------------------
----

This is the first specification for the new class
CEMETERY OPERATIONS MANAGER.

Effective Date:  March 20, 1992

DATE APPROVED:    3/23/92   /s/  Ann K. Kon               
      SHARON Y. MIYASHIRO
Director of Personnel

Services


